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General Users 
 

General users do not need to be logged in to FAASafety.gov to utilize the IA Course Refresher 

System. After going to the Home page at www.FAASafety.gov, the user hovers over the Maintenance 

Hangar tab and clicks on the “IA Courses” link. The “IA Course Landing” page is displayed. Only 

“Active” IA Courses are displayed to Users. 

 

 
 

The IA Course Landing Page will be displayed. 

 

 
 

On this page is a link to the IA Course User Guide, a link that shows information about becoming an 

IA Refresher Course provider, and a link to all Course Providers. 
 

Clicking on the IA Course Name will display all the information about that particular IA Course. The 

course provider had the option of attaching a course description, as shown in the first picture on the 

next page, or of typing in a course description, as shown on the second picture next page. 

 

http://www.faasafety.gov/
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The user can click on the link to return to the previous page or click on the “Printer Friendly” link to 

print the information by using their browser print function.  
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Course Providers 

Registering as an IA Course Provider 
 

If you wish to be an IA Course Provider, you must first register on FAASafety.gov by using the link on 

the Home page and completing the page, as displayed below. We strongly recommend that users do 

not use personal email accounts. Please select “No” to the question asking if you hold a current Airman 

Certificate. 

 

 
 

After you click “Continue,” account information and Security Questions and Answers must be entered 

on the next page.  
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We recommend that you do not enter any choices on the last section of this page.   

 

   
 

After you click “Continue,” you will be sent a temporary password at the email address you entered. 

Retrieve that temporary password and log in to your account; you will be asked to enter a new 

password of your own choosing. 

 

After you log in to your new account, there will be a “Red Flag” in your login portal; click on it and 

select “No” and then click “Save.” Now click on the “General” tab. Unless you wish to receive emails 

in this email box, de-select all the checked boxes for email notification preferences and click “Save.” 

 

In the upper right corner of the page, click on the “Home” link. Now hover over the words 

“Maintenance Hangar” and then select the IA Courses link to go to this page. 

 

 
 

Click on the link that says, “Click Here to show/hide information about becoming an IA Course Provider,” to 

complete the process of becoming an IA Course Provider. The following text appears.  

 

 
 

http://beta.faasafety.gov/WINGS/pub/IATrainingProviders/default.aspx
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Read the information, including the references if necessary. Then click the link in item 2, click here to 

complete the IA Course Provider application process. Provide the requested information on the next page and 

click “Submit.” 

 

 

 

You will be informed that your application has been submitted, but cannot be accepted until you 

complete the required IA Course Provider training course. Click that link to take the training course 

immediately.  

 

 
 

If you choose not to take the brief course at this time, the link is available on the IA Course Landing 

page the next time you log in. The brief training course will help you understand how to submit IA 

Courses for review and acceptance. After completion of the course, your application to be an IA 

Course Provider will automatically be accepted. 

 

However, you must log out of your account and then log in again for those permissions to take effect. 

 

At this point, your account will be updated so you can begin to enter the information required to 

submit IA courses for review and acceptance. Note that the system asssigns a unique IA Course 

Provider identification number; this number will be the prefix to all IA courses sumitted by this 

provider.  

http://beta.faasafety.gov/WINGS/pub/IATrainingProviders/trainingProviderApplication.aspx
http://beta.faasafety.gov/WINGS/pub/IATrainingProviders/trainingProviderApplication.aspx
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The IA Course Landing page 
 

This is the page displayed when a User, who is accepted as an IA Course Provider, logs in and selects 

the IA Courses menu choice under the Maintenance Hangar tab. 

 

 
 

The “IA Course Providers” portal has two links; one to Update Course Provider information and the 

other to View All Providers.”  

 

1. The “Update My Provider Info” link allows a user to update their information on this page: 

  
 

2. The “View All Providers” link displays a page with Course Provider information, including 

Name, Status, Date of Status, Contact Name, Contact Email, Location, and a link to all the IA 

Courses listed by the Course Provider on FAASafety.gov. There is also a link to download this 

information to an Excel spreadsheet.  
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The “IA Courses” portal contains three links; one to view IA Courses created by this Course 

Provider; one to view all IA courses; and one to create a new IA Course. 

 
 

1. Clicking on the “View My IA Courses” link will take the user to a page that displays all the 

courses entered by this Provider, including Courses in Progress, and those Submitted or Accepted. 

There is also a link to export that information to a PDF document. 

 

 
 

2. Clicking on the “View All IA Courses” link will take the user to a page that displays all the courses 

currently listed in the system, including Courses in Progress, and those Submitted or Accepted. 

There is also a link to export that information to a PDF document.  

 

 



9 

 

Creating an IA Course 
 

The “Create New IA Course” link takes the Course Provider to the “Manage IA Course” page. We will 

now review the required entries on this page.  
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1. Note that the “Course Number” is automatically assigned by the system, with the Course Provider 

identification number as the prefix; i.e., IA-501-1. Additional entries by this Course Provider will 

be assigned Course Numbers in sequential order; i.e., IA-501-2, IA-501-3, etc. 

2. The Course Provider must enter a suitable “Course Name”. 

3. “Available Online?”  The Course Provider indicates whether the IA Course can be taken online by 

users. 

4. “Total Course Length;” the Course Provider enters the length of this course, in hours. 

5. “Course Status,” including the date of that status, is automatically entered by the system. 

6. “Significant Change?”  If this IA course is considered to be a significant change to a current IA 

Course, please check the “Significant Change” box, then enter the number of the current course 

receiving the change. When you do this, the course number entered will be archived when this new 

course is accepted. 

7. Under “Course Description,” enter your stated goals and objectives for this course in the text box 

entry area. Optionally, you may upload a course description document in the attachments section, 

which will be available for users to download and view if the course is accepted or archived. In this 

case, please enter, “See attachment for Course Description” (without the quotes). Note that entries 

in the text box may only be formatted by using the icons shown. You may also make entries using 

HTML code, by clicking the tab at the bottom of the box. 

8. In the “IA Compliance Documents” section, download the appropriate reference document by 

clicking on the link, complete the form, then save and upload your document using the Course 

Attachments control in the next section. 

9. In the “Course Attachments” section, upload your course compliance document, a sample 

attendance roster, and a sample course certificate. Each uploaded file must be an Adobe .PDF or 

Microsoft Word document. You may also upload a course description for users to view, Instead of 

entering a description above, which contains stated goals and objectives for this course. 

a. Choose a “Document Description” from the drop down menu, and 

b. Browse for the document on your computer, and 

c. Click “Upload File.” When it is uploaded, the file name and description will appear in a list 

under the Upload File section in the Course Attachments area. 

d. You must repeat this process for each document you need to attach.  

e. You may click on the “Trash Can” icon to the right of an entry in the list to delete an 

attachment that should not be submitted, or was entered in error. 

 
 

10. “Course Manager Name;” The Course Provider must provide a “Course Manager’s Name, Email, 

and Telephone Number” for each course submitted. 

11. Click on “Save Changes” or all the entries will be lost. This step also allows the system to confirm 

that there are attachments. You are not finished yet, so see the next instruction. 
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12. On the page that is displayed next, click on, “Click Here to Further Modify This Course,” to return to the 

course page where the “Submit for Acceptance” button is now available.  

 

 
 

 
 

13. Note that the “Submit for Acceptance” button will not appear until attachments are uploaded, since 

they are required. Also note that you may not modify an entry once the Submit for Acceptance 

button is selected; it is similar to taking a paper document off your desk and placing it on the 

reviewing official’s desk. 

14. After the “Submit for Acceptance” button is selected, an automated email is sent to the IA Course 

Reviewer notifying him that a course is ready for review. You will receive an automated email 

when the submission is accepted (or if rejected, an email stating why the submission was not 

accepted). 

 

Renewing an IA Course 
 

To ensure that only the most current courses are displayed for your company, the system will 

automatically notify you when a course needs to be reviewed and renewed by you. The renewal 

process is a snap! You simply check a box next to the course or courses you wish to renew and the 

system does the rest. There is even a “renew all” link. This is what the renewal message looks like. 

 

 

http://beta.faasafety.gov/WINGS/admin/IATrainingProviders/Courses/editIACourse.aspx?aaid=21289
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Modifying an IA Course 
 

You may return at any time before a course is submitted to make modifications. Click on the “View 

My IA Courses” link on the IA Course Landing page.  

 

 
 

Click on the “Pencil” icon to modify or submit the course. Click on the “Trash Can” icon to delete this 

entry and all information – this is a permanent deletion from the database; it cannot be undone! 

 

 
 

Be sure to click on “Save Changes” so you don’t lose your changes.  
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Giving Credit for Satisfactory Completion of an IA Course 
 

The “IA/AMT Credit” portal allows an IA Course Provider to give appropriate credit to a 

FAASafety.gov user who has completed an Accepted IA Course.  

 

 
 

Clicking on the “Give Individual User Credit” link will take the Course Provider to the IA Course 

Credit Submission page. The email address for the User receiving the credit is entered, along with the 

IA Course Number; i.e., IA-501-1, and the date completed. 
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Clicking on the “Bulk Upload Credit Information” link will take the Course Provider to the Bulk 

Credit CSV Upload page. There is a sample showing how to make the entries. Note that there is no 

header row. 

 

 
 

1. The email addresses for Users receiving credit are entered on a spreadsheet on your computer, 

along with the IA Course Number(s); i.e., IA-501-1, and the date completed (using the format 

shown). The spreadsheet is saved as a .csv file on your computer. 

2. Use the browse button to select the .csv file from your computer. 

3. Click on the “Preprocess CSV” button to check the submission for proper format. If it is 

correct, you will be asked for a description, and then allowed to submit the form. If there is a 

problem, the system will return a report stating the problem. 

4. Once completed successfully, users will receive immediate credit in their FAASafety.gov 

accounts. 
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Administrators 

Reviewing and Accepting or Rejecting an IA Course Submission 
 

An IA Course reviewer must be logged in to an account that has been given the IA Course 

Administration permissions. After clicking on the “IA Courses” link under the Maintenance Hangar 

tab, this page displays.  

 

 
 

By clicking on the “View All Providers” link, this page is displayed. To the right of the information 

display, are several icons used for working on a provider’s account.  

 

 

 
 

1. The 1st icon, , displays a list of all courses submitted by this provider. 

2. The 2nd icon, , allows the administrator to make modifications to the Course Provider 
account. 

3. The 3rd icon, , allows the administrator to delete the Course Provider account; this step must 

be used prudently, as the information can only be recovered by involving the web developer at 

the contractor. 

4. The 4th icon, , is used to associate other users so they can administer a Course Provider’s 

account and courses. This icon can also be used to remove an association. 

5. The export icon, , at the top right of the list, will generate a spreadsheet with this 

information, including a telephone number of the course provider. 
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By clicking on the “View All IA Courses” link, the “IA Course Management” page is displayed. To 

the right of the information display, are several icons used for working on a provider’s courses. 

 
 

1. Clicking on the IA Course Name, displays the information about this course and the course 

provider. If there is a Course Description attachment, a link to that attachment will be displayed, 

otherwise, the course description will be displayed. All attachments can be viewed by clicking on 

the appropriate link. 

2. The “Pencil” and “Trash Can” icons perform their normal functions. 

3. Clicking on the “Green Check Mark” icon allows the reviewer to Accept or Reject the submission.

  
4. To Accept the submission, click on the Accept radio button, and the Submit button. 

5. To Reject the submission, click on the Reject radio button, and fill in the reason for the rejection in 

the Comment box, and then click the submit button. When the course is “Rejected,” it will show up 

in displays as “In Progress” once again. This allows the Course Provider to make changes as 

necessary. 
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6. An email will automatically be sent to the IA Course Provider with the result of the review; an 

example of an Acceptance letter is shown below. 

 

Federal Aviation Administration 
Los Angeles FSDO 
FAASTeam – IA RCC 
Room 2000 
Lawndale, CA 90261 
 
Wednesday, July 05, 2013 
 
IA COURSE PROVIDER 
IA Course Provider 3 
123 HERE  
WEST JORDAN, UT 84084 
 
Dear IA COURSE PROVIDER: 

The Federal Aviation Administration (FAA) is pleased to notify you that we have accepted the 16.00-hour course 
titled, 501-4 Test Course that you submitted for Inspection Authorization (IA) refresher training. As of this date, 
the material submitted meets the requirements of Title 14 of the Code of Federal Regulations Part 65.93(a)(4) 
for IA renewal. Your assigned program identification number is IA-501-4. Your course will remain on the FAA 
active list of accepted IA renewal courses (which can be found on www.FAASafety.gov) unless you archive the 
course, or it is suspended or removed for cause.  

As a course provider of an FAA-accepted course, please understand that your course acceptance is effective if 
FAA requirements have not changed and there have been no substantial changes in the course. 

As a presenter of an FAA-accepted IA training course, you must comply with current guidance to remain valid. 
Your course is subject to FAA review at any time. If the reviewing FAA Aviation Safety Inspector determines that 
your course does not meet the guidelines, you will receive notification.  

Congratulations, and thank you for your interest in aviation safety. Should you have further questions, please 
send an email to IARefresher@FAA.gov.  
 
Sincerely, 
 
 
IA Refresher Course Coordinator 
 
P.S. 14 CFR Part 65.93(a)(4) can be found online at 
http://rgl.faa.gov/Regulatory_and_Guidance_Library/rgFAR.nsf/0/4eae0862d25df43286257273006296eb!Open
Document 
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Other Administrator Actions 
 

After an IA Course is accepted, there will be further options available to the IA Course Administrator. 

You can see several new icons in this display of IA Courses. Let’s discuss each one. 

 
 

1. The “Pencil” and “Trash Can” icons perform their normal functions. 

2. The “Archive” icon, , will archive the IA Course. When this activity becomes archived, 

users will no longer be able to search for and request credit for this IA Course. You cannot 

undo this action without contacting an appropriate FAASTeam administrator. 

3. The “Suspend” icon, , will temporarily make this IA course unavailable to users. You must 

provide a reason for the suspension in the Comment box. An email will automatically be sent to 

the Course Provider. 

4. The “Give Credit icon, , will allow the Administrator to give credit to a user for this IA 

Course. The user’s email address and the date of completion must be entered. It would be 

unusual for the Administrator to give credit for an IA Course. 


